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Job Description and Personal Specification


	Service Coordinator
Job Description and Personal Specification

	Role:
	Service Coordinator

	Place of work:
	Knowsley & St Helens

	Hours of work:
	Full time, 37 hours per week

	Salary:
	Operations – Team Leader

	Reports to:
	Service Manager 

	Level of screening:
	Enhanced DBS screening

	

	About Catch22


A forward looking social business, Catch22 has more than 200 years’ experience of providing public services that help people turn their lives around. We work with troubled and vulnerable people, helping them to steer clear of crime or substance misuse, do the best they can in education or employment and play a full part in their family or community.
Our Pan Merseyside Child Exploitation and Missing from Home services identify reasons for young people running away and provide support. Our services also prevent or stop child exploitation, raise awareness amongst young people and provide training for professionals, parents and carers. 
	 Role Summary


As a Service Coordinator you will oversee the work of a small team of Caseworkers, ensuring they provide first class support to young people who are at risk of child exploitation or who have for a time been missing from home. In addition, you will assist the Senior Service Coordinator to establish strategic links in the area with key partners and other stakeholders, with a view to promoting and continually enhancing the service.

Establishing clear strategic and operational links with the Merseyside Police’s Missing From Home Co-ordinators and Social Care professionals, you will manage a small team of caseworkers to support young people who have been notified as missing from home or care, or who are thought to be at risk of exploitation. The Service Coordinator will have the ability to manage across a wide geographical area ensuring, preventative and reactive services are provided to children and young people at risk.
	Main duties and accountabilities


The key duties and accountabilities of the Service Coordinator are as follows:

· To coordinate the delivery of the Knowsley and St. Helens Child Exploitation and Missing from Home service, with line management responsibility for a small team of caseworkers. 

· To manage, supervise and support a staff team of case workers, including the oversight of case file management procedures, professional development and performance in line with the Catch22 performance management and development supervision policy.

· To assist in managing the project budget to ensure that the service is financially efficient and expenditure is in line with ensuring that opportunities for additional income are sought and resources are best utilised at local level;

· To support workers to engage with young people and their parents/carers through the provision of return to home interviews, direct work interventions, assessments and support planning within agreed timescales.

· To ensure appropriate training and quality assurance of staff practice through Catch22’s employee development programme and through accessing external specialist training opportunities specific to the Child Exploitation Caseworker role.

· To maintain appropriate case management records through service management information systems and to assist in the provision of regular written case studies/reports to commissioners and management.

· To oversee the recording of local data in accordance with commissioner requirements, collating and interpreting information on a regular basis in order to inform management reports and service development;

· To ensure that protocols regarding child protection, confidentiality, equality of opportunity and risk management are maintained at all times including the completion of risk and vulnerability planning;

· To lead in the delivery of cases with more complex needs, delivering direct interventions in partnership with project staff to address identified risk factors (such as intensive one to one, group work and solution focused family therapy) 

· Where safeguarding concerns are identified, to respond appropriately by supporting the child and their family and referring the information formal to Children’s Social Care in accordance with the requirements of Catch22’s safeguarding policy and guidance. 

· Lead in the development of materials and activities to raise awareness of the risks of running away to individuals and groups of young people.

· To keep personal development needs under review, keep informed of current issues and be alert to the Catch22 training programme and policies.

· To safeguard the Health and Safety of all persons and premises under your control and in accordance with the guidance and provisions of Health and Safety Legislation, and Authority and Departmental Codes of Practice and Procedures.

· To work flexibly to meet the needs of children and their families. This may include working in the evenings and at weekends.
	Organisational Relationships


The Service Coordinator will:

· Responsible to the Catch22 Knowsley and St. Helens service, and specifically a small team of Caseworkers
· Establishes and maintains strategic and operational links with each local authority Social Care service and Merseyside Police
· Responsible for overseeing close working relationships with key agencies and partners in order to deliver and improve Catch22 services

· To share best practice within Catch22 and with external organisations
	Other


The Service Coordinator will:

· To make sure that you read, are familiar with, and follow all Catch22 policies and procedures and to access Catch22’s intranet at least once a month to update yourself with any new or amended policies or procedures.

· Attend regular supervision and appraisal sessions for continued personal and professional development to identify strengths and weaknesses and plan accordingly to enable all duties to be carried out effectively.

· To act as an ambassador for Catch22, upholding and promoting our corporate values and to participate in publicity events promoting the service at local level.

· Be willing to work flexible hours and if required to work evenings, weekends and anti-social hours.

· To attend relevant training courses and networking sessions as agreed with the line manager.

· To carry out such other relevant duties, as may be required and as are commensurate with the nature and grading of the post.

	Service Coordinator: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATION
	· Relevant professional qualification in youth/community work, social care, health or education.

· Full driving licence and access to own vehicle with business use.
	· Qualification in staff or volunteer management.
	Qualification certification

	KNOWLEDGE AND EXPERIENCE
	· Experience of working directly with young people presenting with complex needs.

· Experience of managing staff and volunteers working at Level 2-4 on the continuum of need.

· Experience in managing casework, including assessment, action planning and reviews.

· Experience and application of health & safety, risk management, and other compliance policies and procedures.

· Experience of managing services in partnership with a variety of agencies to achieve agreed outcomes.

· Oversight of safeguarding procedures, including case file management, supervision and referral procedures.

· Knowledge of the issues facing young people who go missing from home.

· Knowledge of child protection, including the categories of abuse, and local procedures for managing disclosure

· Knowledge and understanding of the Data Protection Act 1998

· Knowledge and understanding of equality and diversity issues. 
	· Experience of working with young people who are ‘cared for’ in kinship, foster or residential care.

· Experience of managing and delivering services run by volunteers

· Experience of working in a multi-agency team

· Experience of managing services to young people who have been victim of Child Sexual Abuse

· Knowledge and understanding of relevant legislation, e.g. Children’s Act, as well as local strategy documentation develop by the LA’s / other partners.
	Application Form

Interview/Selection Process

	SKILLS AND ABILITIES
	· Ability to communicate effectively at all level, orally and in writing

· Ability to engage young people, their parents, and/or their carers within the community.

· Able to work on own initiative within given boundaries and to an agreed action plan.

· Able to organise your own work routines effectively with a minimum of supervision and support.

· Able to handle sensitive and confidential issues with tact and diplomacy.

· Able to evaluate, monitor and present progress against targets to ensure that they are met.

· Able to write concise reports and meet deadlines.
	
	Application Form

Interview/Selection Process

	APTITUDES
	· Able to use a variety of IT applications effectively
· Ability to promote equality, diversity, rights and responsibilities of individuals.
	
	Application Form

Interview/Selection Process

	OTHER
	· Ability to work flexible hours which could include evenings and weekends.

· Punctual and reliable to ensure professional service.

· Creative and flexible and able to work well with others in a team.

· Commitment to personal and professional development.

· Ability to travel in relation to the post.

· Willingness to undertake training as required..
	
	Application Form

Interview/Selection Process
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